
 

EAC - Fixing a New Person Form (Citizen) 
 
  
Purpose: Resolving issues with a new TMH Form that was reviewed and rejected by the Sheriff's Office. 
Role: Citizen 
Client: External Access Client (EAC) 
  
Process: 

1. You will have received an email stating there is a form awaiting your attention. 
2. Using credentials, email and password, user will login to portal: https://takemehome.fortbendcountytx.gov/ 

 

 



  
3. Scroll to the section titled: "New Registrations Requiring Your Attention". You should see a record here: 

 
4. Double-click on the item that needs to be addressed. The example above says: "PHOTO IS UNCLEAR, PLEASE UPDATE". 

  



5. The following window will open: 

 
6. Carefully read the instructions as it will explain what to do. Here are some examples: 

a. Photo is not clear or does not meet standards outlined on the form. 
b. Missing information 
c. Incorrect information 
d. Information provided is too vague. 



7. For replacing the photo, scroll down to the photo attachment section, then click Attach. This will prompt to browse to a file, as shown in the Navigation 
instructions. 

 
  



8. When complete, scroll back to the top, ensure you are complete, then check the Confirm checkbox, then click Save. 

 
  



9. Now click the button in the middle of the screen called: "Form Updates Complete": 

 
10. If you receive the following message after clicking this button, you might have forgot to check the box or click Save. 

 
11. Go back and try that, then click the button again. 

  



12. You can close the window when you are done. 

 
13. You are done! 

  
  
  


